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MEMORANDUM FOR : Deputy Director for Support

SUBJECT : Routing of Letters of Retiremaent and Letters of
Caondolence

1. This memorandum is for information only.

2, For many years this Otffice has prepared letters of condolence to the
next-of-kin of decensed Agency siaif personnel and commendatory letters of
retirement to retiring employess for sigaature by the Director of Central
Intalligence. These letters have boen routed from the Office of the Director of
Personnel to the Executive Director-Comptroller to the Director. Cases
lavolving personnel in the Support Services were fizst routed to the Deputy
Dirvector for Support. This sarlier routing procedure was changed in July 1965
on instructions from the Exeocutive Dizector-Comptrollsy that these letters
nead not be reviowed after they leave the Office of Persoanel. Since then we
bave arranged for direct routing of these letters to the Director.

3. Both lettars of condolence amd commendatory letters of retirement
are routine in nmature.

a., Io the case of the condoleace letter, very rarely is there a
variation from the previously appreved and loag-used text. A sample is
attached at Tab A. In forwarding the lettor for signature, we always
attach Form 901, Casuslty/Emergeacy Report, which summarizes the
particular circumstances of death. This form also records coacurrences
obtained from the Office of Security and, whers appropriate, Central
Cover Saff in the preparation of the letter.

b. In retirement cases, we have a scries of letters. From these,
one is selected to fit the circumstances of the individusl case. Samples
of thess latiors are attached at Tab B. These letters are also reviewed
by the Office of Security asd, where appropriate, Central Cover Swff
and concurrences are indicated on the file copies. In addition, we have
ILLEGIB followed tbe practice of attaching to the letter a short mote summarisiag
the circumstances of retirement.

= you, we have initiated the practice
mmeénditery retirement letters through you.

/8/ Emiuueit D. Echols

Emmett D. Echols
Plirector of Personnsl
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MRMOBANTUM FOR: Phmett
SUBJECT ¢ Retiremsnt Ceremonies

. Ben and I have discussed this smd think we have o formmia
vhich will meet E:::ut ‘::J.d 1:“1{“ bedud.ﬁnr burdemscne nor
presumptucus. ’ would provide for a time
Mnduincmhemtowththbcmtymercmczmm
the head of the imdividual's earear service, As you know, we
wré nocessarily in touch on these cases anyway to provide the
Director s letter and the retivemant certificate: and we hope
shortly also--vhen swrned--the retirvement medzllion. Bem will
repare a memorsndun to Mr. Bamnerman for your signature
duaﬁiumm,amnwmtothl oR
and the Director s 3taff (Rrecutive Director-Comptroller?
m&mt&mmm.mm.ofmlmm,
and a draft of the kind of reminder mewcwrsndum we will send in
eath individual case.

Ithink‘thttnm avold seeming to distate the form of
ceremony or oceasion” as there is alwzays some personal quality
in these things, and I must agree with the fwelings exyressed in
emmt.mtomumm-mhuﬁwm

'I

/s/ B

25X1- -

: l/ce: C/38D

Distribution:
Original & 1 - Addressee
1 - Bubjeet File
1 « D/Pers Chrono

25X1 OD/Pers{ |11k (5 Augast 1966) |

GROUP 1
Extluded from automatle
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MEMORANDUM FOR: Executive Director-Comptroller :

- 3JECT : Retiremen: Ceremonies

1. Several weeks ago you asked me to give somc thought to a sugges-
«¢a that the Agency have seme kind of formal ceremony for retiring em-
--dyeus in crder to give proper recognition to this important mil¢stone in
L.oir Lves «ad also to impress upon them our appreciation for their con-
trociions and our interest in thelr activities after they leave us, Incoa-
o-deris [ tais, Ihave reviewed present practices through the Agency for
-noriag - iring employees, and I have sought the views of the Director .
. Personrcl and a number of representatives from other components,

2. Under our present system, DD/P does have a formal ceremony

Cr each retiring employee, The ceremony is held in the office of the DD/P
.2 the rzsponsible Area Division or Staff Chief, depending on the individual

<iny ..oncred, and is attended by a small group of scalor officials appro-
--late to L.c occasion, It consists of presenting the emaployce with his re-
'€l certificate and other mementos, reading the Director's letter to
tim, and suitable remarks from those present. This system is monitored
by tae Clundestine Services Personnel Division to assure that an appropriate
ceremony is arranged for every retiree, ‘except the infrequent one who is
simply not available for this purpose, -

S. Iucontrast, the other Directorates and the DCI's staff follow a
88 formal approach to retirement ceremonies, Characteristically, their
cutirii; employees are honored at special luncheons or cvening functions
viiside wic building, or at special affairs in the building, arrangcd by
tielr Lumediate Office or Career Scrvice and attended by the employee's
limily and sizeable numbers of his CIA friends and work associated, At
¢xch allair an appropriate ceremony is held for the presentation of awards
and gifis to the retiree and for brief remarks from those in charge, While
tiis system is not as tightly monitored as that of the DD/P, I am assured

~ widt no employea i8 overlooked and that a suitable affair is arranged in
every case unless the employee prefers it otherwise, In the latter instance,
+ small ceremony is held in the office of the responsible Career Service
FHead or a senior subordinate to present the retirement certificate and the
Director's letter and to eyidence. appreciation for the individual's service
ta the Agency,
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4. In both situations there is a strong desire, apparently, to preserve
our prescat methods for honoring retirees. DD/P has considered in-
cluding sc.:al affairs as a part of its system and on selected occasions
has done so. However, it feels that formal ceremonies best serve its
rceds. In addition to satisfying cover and securny‘consideratmns,:;such
cercmonies assure equitable treatment for all employees--especially -
taose returning from long service overseas who have few close ties at
headquarters, Other Dircctorates are equally convinced that their present
practices are best, They believe that the spontaneity and fellowship im-
plicit in retirement parties add a highly desirable touch to such occasions
and are quite meaningful to the retirees being honored, -

5. - time, both these methods will nécessarily be influenced by the
increasing numbers of employees who will be retiring, Ceremonies and *
surties for individual retirees will very probably give way to group af-
fsirs--a trend already in evidence. Whatever the method, however, the
important point, it seems to me, is to assure that every employee is in-
ciood and rocelves appropriate recognition, E believe our present system
ruw ouvides this and [ therefore favor its coatinuation, with the under -
standing that the Director of Persomnel and others will remain on top of
the situation to see that no individual is lost gight of as he or she approaches
this m.cst significant point in his or her Agency service,

' . : ‘4 y—
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— K. L, Barmerman
Deputy Director
for Support
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MEMORANDUM FOR : Chief, Benefits and Sorv#cu Divilion

SUBJECT : Establishment of & Retirement Branch
,

1, For some time I have been considering certain organizational
changes and yeallocatiors of responsibility in connection with the many as:
pects of retirement under both the Civil Service and the CIA Retirement
and Disability Systems. It has been quite clear that if we are to discharge
. well our responsibility for these substantive programs, some realignment

. of responsibility among the several Office of Personnel components
involved is necessary, and this memorandum sets forth the first of the
changes that will be made.

2. Effective as soon as you can arrange an ordarly transitiea but no
later than 20 September 1965, a new branch, to.be identified as the S
Reﬁrement Branch, is established in BSD. The Retirement Bnnch will be
relpomibh for the following:
a. Various sspects of rodremcnt for employees cevered by the "‘5‘
Civil Service Retirement Act, as are now hndlod in the Denstfily lncl,
Counseling Branch; S

'v;

b, Preretirement planning and cm-.un‘ for oWl eﬁvoud. ‘
by the Civil Service Retitement Act, as now performed by the
l:xaqmwn Segretary, AM lotirm.t Beard (ARB); nul

c; Prummt phndl. anll counsaling for em' iy :
by the CIA Retirement and Disability Onm R

R N Pnreurament ph.in. and counseling for omployou covered by
.. the CIA Retirement System is a new function for BSD, and it will be
necessary for you and the Chief, CIA Retirement 8taff to develop implement-
... ing procedures. Jurther, amd since we will be looking ¢ the :
i - Reoruitment and Retiree Planemesnt Division for nll aspects of nﬁhd
" placement for employees covered by both retirement systems, it will be

" necessary for you and C/RRPD to work out procedures for the early

' identification and referral to RRPD of ail pmpocdvo retiress who desire
_.“ or reqmro retlroc 'hcom Mqumo.

- ' . f‘ NP
. o “

4; Iam uou-h' thes the new Retirement lnuh will be pmd by
» penonml now working on refirement matters in the Benefits and Co\mdh.
X1A Bunch and by mronly the Eucuﬂn loucury, ARB,
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In view of lus past experience on retirement matters, it is my hope tha!
| |can serve as Chief of the new Retiremeht Branch. In thus
capacity, he can not only continue in his present role as Executive Secretary
ARB but should also be able to devielop the concept of preretirement
planning and counseling for employees covered by the CIA systern. Also,
a supervisory responsibility for Civil Service retirement matters should
give| | the @pportunity to establish a closer and more effecttve
relationship between his present duties as Executive Secretary, ARB and
the actual processing of retirement matters.

5. Unless you have views to the contrary, I will plan to discuss

persomally with | | his accepting the position of Chief, Retirement
Branch, BSD. ‘

Z Emmett D. Echols
Director of Personnel .

>
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2 qinyeys 4 o ‘ .
-gioniily of Contract Zmployees to Partlcipato
2o CLA Retlrement System

. Vour » . ' 1
Tour recent memor andom of 16 August requested our opinion

cn the eligibility of gu z

FC CLIZADLANY of such contract noms :
o Saio i Such contract pereonnel ag 'contract emm’oyecs"
< LG \..WC'I o' to Dt',f.‘t"‘i') ta

’.
n the CIA Retirement S System,
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4, The C/CPD hac supnliod us with information that indieates
that cimest 90% ef contract pevoonnel are employed In DDP and that
roughly 25% ol thls group havo sorved dor pericds excceding flvo years
Az con be coen, thore iz o substantinl cegment of ovr contract persennel
proup which iz cerving on o long-torm basiz. Conscouently, you may
wich to review the cinlus of individucls in this group with regard to the
poscibility of chimnoing the'nmalure of thelz :mv:a.’;n’:m 2niC.
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uid you have any fusthoz quections cencerning this matter
2d to discnes thom with veu, '
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,;i’(‘iu.w. s o[ the Buresu of the Budget
#  as Decossary for administrative expenses.

(3) In certain instances, projeet - pervice,
which followed & period of adininistrative sex -
e with no braak in serviee or with & break of
three days or less, is creditable if both services
wore in the same State and the project salary
rate waa $100 a month or more. In exceptional
cases where, after exhaustive search of all
available records, thé Commisaion 1= unable to
determine whether the service was wdministra-
tive of project, it e presumed thut the service
is ot ereditable unless the clannant can furmish
evidence to prove he wuas an administrative
eniplnyee.

(4) Service performed in and for a regular
Federnl establishment (including the District
ot Columbia Government), even though paid
fremi reliof or project funds, is creditable if
ihe individual received 8 regular appointment
as 6 Federal employee.

(5) Credit is allowed. for all service under
the National Youth Administration, with the
exveption of youth workers who were bene-
ficiaries under the program.

L. Service under other contribuiory retire-
raent systema. Service under other contribu-
tory retiremend aysiems for Govemment
employees (such as members of the Foreign
Service and District of Columbis poliosmen
and firemen) may be credited toward couiputa-
tion of annuity only if the employee has received
a refund of any retirement deductions under
the other retirement system and deposited the
woount of the refund in the fund with iterest
from the date of refund to the date of deposit

(excluding any period of separation from the -

service which began belore October 1, 1988).

i. Bervice covered by sociel pesurity. (}) Ex-
cept as noted in parsgreph (2) helow, givilian
service which, because of type of sppointment,

ol the employee under the social security
luws i3 credited if the employec later becomes
subject to the sct; this is true evon though the
individual may be regeiving or is entitled w0
receive social seowrity benefita.

(2) One exveption to this rule exiata. AR
employer whe acquites secisl seculily coyerade
may not i jrement  crodit

servive covered by social security, Under this

| 4 T o
o
1}
statute, which is effective from fupuary

1958, mocial secunty coverage is extendod
temporary end indefinite employees in, e
fitld mwwien-of the Pist Qffice ’l'u‘;ymrhm uL
temporary and indefnite employees of the
Federal Deposit Insurance Corporation, tein-
porary and indefinite cmployees of u Federal
Land Bank or a Bank for Cooperntizes, tempo-
rary oensus-teaking employees of the Cenzu,
Burean, a contract or fue basis
persons receiving nominal compensation of §.2
n year or less, and patient-cmployvec foodee
hospitals.  Accordingly, any such emple
may never be givea credit under the Retir -oent
Act for sar¥wice readered on or after Jununty
1955, in the capscity indicated

j- Vocational training peric Is.  Vorntuenoi
training periods are not ereditable unless "he
trainee 15 a  regularly appointed
amployee.

k. Japanese-American employee credit B
Special retirement (and leave) credit is grunted
by law to certain employees of Jupane-
sncestry. Such employees must have e
serving on July 15, 1952, o the Postul I}]
Service or in the olaseified civil service 1o
positions subject; (o the Claasification Act of
1949, In addition, st some time duriny the
period December 7, 1941, to Septetiber 4, 145,
by reason of U.S. pelicy or program or to ehter

l"(' “1 b )tL

- the Armed Forces, they must huve (a) been

{rom service, or (b) lost opporiumty
for or been denied probstionsl sppuintmerv
frosn a civil service register, or (¢} been denied
reinstatement to & pgoition as dencribed

(2) An employes meeling the-e condity i
may receive eredit for (s) bis internment period,
(b) the period for which Joss of opportunity for
or denial of appointment oocurred, (¢’ the
period resulting from demial of reinstatement.
or (d) the period reswlting fro:n ne PEPALION.,
from service. ; g

(3) Earlier loginlation bad grauted Mimiine
cpedit for pay purpoess. Where aly - Wi
period is fully documentad; itshould be cute vl

_on the employee's Standerd, Form 280p with |

eI
PR, : b

5
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' Incdluding substitute rural mwl'yms.
(1

pestrossters, bul ‘wot inalsding THPER

ﬂﬂ who

" were made clighisle fer sovial security eow lry the

Sodial Besurity Amendmegis of 1960.

I
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